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E-MORRIS Introduction

0 E-MORRIS is GSA’s system that supports billing and inventory for the Networx contracts.

o E-MORRIS enhances MORRIS functionality for Networx, but is a separate website with separate access.
o URL: https://emorris.fasbilling.gsa.gov

o There are three levels of Agency access to the website:
o Public — general info, account registration forms, reset password form
0 Agency User — inventory and billing, depending on approval of Agency DAR Admin
0 Agency DAR Administrator — Agency user, plus screens to manage other accounts

o This briefing covers the following topics:
o Inventory and billing process overview
Website account registration process
User account set-up and navigation
Networx inventory screens
Networx billing reports
Manage Users screens (for Agency DAR Administrators)
E-MORRIS help and contact info 2
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Inventory and Billing Process Overview

o Inventory Process (could be daily on business days)
o Load vendor Service Order Completion Notice (SOCN) to inventory database
o Check against Pricer and report errors to vendor (vendor may send corrected SOCN)
o Postinventory data to tables for web access

o Billing Process (monthly)
o Load vendor invoice, detail billing and adjustment files to billing database
0 Balance invoice to detail to ensure accuracy of billing data
o0 Run verification check for:
Elements populated
SOCN for each order; billing consistent with SOCN
Correct prices
No duplicate billing
No over 90 day billing
Exceptions feed into disputes process (centralized only) and SLA count
0 Run customer billing (centralized only)
o Feed to IPAC process
o0 Post data to tables for billing web reports
o View/print, download data, data layout

O O O O 0o O
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H O m e Pag e (p u b I I C aC C eS S) EOR l?sA;-lr-TDA;E:sszvzord required.

0 Agency users must be authorized
by the Agency DAR Administrator.

MORRIS E-MORRIS A . h f th
TOPS e*Bill

TOPS Zrdlering Enhanced Monthly On-Line Records and Reportz of Information Technology Services 0 g en Cy mus ave a CO py 0 . e
GSA Home Welcome to GSAs web site for Networx Biling and Inventery Management DAR AdmInIStratOr |ettel' On flle

GSA TSMs (GAWS) with GSA.

Networx Unit Pricer

L ]
L ]
L ]
]
m GSA Networx
L]
]
m  Networx Agency Pricer

This is a Restricted Site

_ _ - o 3 ways to get an account:

TN Yug ;nustdbela regtstetzred useLln urr:Ier to acﬂcgssthrs \-d.'?b.-?rte.. If you are currenthy i

i registered, please enter your User Name and Password to log in. 0 RegIStel’ NOW form (any user)

n News

= Bnladlr TR— o Multiple Users form (DAR

ot | Admin)
: Password| | o DAR Admin can create through
0 L_|nks to other web web screens
sites (access
controlled Separately Register Now Forgot Password Other Login Problems

o If you have an account and forget your
password, click Reset Password and

enter your email address.

as required)

1 WARNING:
O Llnks to general This is a U.5. General Services Administration Federal Government computer system that is
H H "FOR OFFICIAL USE ONLY™. This system is subject to monitoring. Individuals found performing
information about E- 4

unauthorized activities are subject to disciplinary action including criminal prosecution.

MORRIS
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Account Reglstratlon Screen
Form accessed through Register Now button on the E-
o acceseed throu

This form registers one user A A

EruE;rE':1§§§'i§rﬁ;ﬁ?;i:r T o — | 0 Submitted form populates a request table in E-MORRIS.

and wish to register mutiple Firat Wame [Emors | 0 Agency DAR Administrator and GSA get a system email

users, please click here to with request information, and can access the request

download a form. #* Last Name |User | through a Web screen.

Pleaze enter your contact Phone |:_:_:_:_:_:_:_:_:_:_ | ) )

information into the fiekds at * Phone [555-5355555 0  User gets a system email with UserID and password,

e e, Address |123 Mountain Road | once the DAR Admin or GSA has created the account.

# Indicates that vou must City [West Glacier |

provide this information. :

Pl k i id State |MT :

& vakd emall address, You . Agency Hierarchy Codes

will be contacted at this zpjsa2t | o Identify your requested level of data access

addrezs when your request

has been processed. zﬂ%‘i Eg; | (0] You must enter at least two characters

Please enter at least one iRl

il Codels] 0  You may enter up to 28 characters _

(Ie»":lﬁ;v‘r;ﬂgh;ng:; z?;ezr E‘IEJ * W [¥] networx Inventory (0] The more characters you enter, the more your access is

may enter up to 2S.F;|:|artial CEE22 0] Metworx Billing I’eStI‘ICted*, e.g.. - .

OHIE meghe Acceas o ol Comments | This i a demo request for E-MORRIS access o If you enter TE, you get all AHCs Stal’tlng with TE

AHCs starting with those

characters (e-gt-_. "ﬁzﬁf&s o If you enter TEO0OO00000000000000000000000,

you are requesting a

starting with 47. If you enter # Indicates a Regquired Field you get only that AHC.

D St 0 You may enter multiple AHCs (separated by ; or on a
Vel atrolito it, g, Cancel ubmit Reques: -

4712, 47001234). ‘r’ugu may separate Ilne)

enter multiple AHCs, either 5

*Note: AHC access actually granted is subject to DAR Admin approval, and may be different from what is requested.
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Multiple Users Registration Form

o Downloadable form accessed through link

Tﬁt'r:::?::ﬂ bhe an Agency Transition Manager or Agmcy DAR A(Ininimatm to use this form** " 0 n Reg ISter N OW page or CO ntaCt U S pag e "
DR ATt aors St Sprovs Stencs for EMORRIS (ilng anle invartory, 0 Agency DAR Administrator emails the

""" 1 IS Torm does not Imply a smgle account tor all apphications. It 1s only a streamlimed method of requesting access.”" " com pleted form to the FAS B|”|ng H elp

Please complete this form to indicate your approval for users in your agency to access GSA applications. Desk (fasbl”lng . help@ gsa. gOV) .

Check the box(es) next to Agency Transition Manager andfor Agency DAR Administrator asthey applyto you.

Pleasze include the information for yourself as the agency authorizing official (Agency Transition M anager andior Agency D AR Adminigtrator).
You may authorize multiple users and include them on this fom .

E mail the completed form to fasbhilling.help@osa.gov

o

GSA creates the requested accounts.
o Each user gets a system email with User

Request Type: For each user, checkthe box to Create a NewsAccourt, Modify an Existing Account or Delge an Bdisting Accourt
Access Pemissions: ID and password, once GSA has created
Agency Hierarchy Codes: E-MORRIS access izlimited to the Agency Hierarchy Code s (AH C=) listed on this form .

A partial AHC means that & user gets access to all AHC s starting with those charaders (e, an AHC of "TE" means that a user gets access the accou nt.

to all AHC = starting with TE).
“You must enter at leas the first bwo characters. You may enter up to 25 characters.

YoTuEdDD1 II\ITC:ETD::ECI! ;?;nterlower lewel A}.-|CS for & uzer it you enter the higher levels (e.g., 1f you enter TE for a user, you do not need to enter Agency Hlerarchy COdeS
Functionality: A;gzsr?r:::erie\;:v:;!grillﬂ?.fdmo—'\vgﬂlsofaoéac:au;:l;illift}z:yTar::rzDitsIﬁ;\e;sditmo?iﬁo‘::?;é;%llﬂ;Ii?lé:tigz)e.modules. 0 Identlfy requested |€‘V€| Of data aCCGSS
Exapis compisted fam: 0  You must enter at least two characters
Point of Cont=ct Information Access Permissions
s PR F— 0  You may enter up to 28 characters
HE 5 0  The more characters you enter, the more a
HEE B | ewmes user's access is restricted, e.g..
‘; 5|3 £ | z o Ifyou enter TE, user will get all AHCs
2| ey ey ot o e sa| 52| 3 starting with TE
Bl x ency Hierarchy Codes to Access = T
AgFeiLSctyN:A:tnﬁorizingLaCfS:ic’:‘iadmriheds - me:;:rgdrrﬁJ Phane Number Agency Name 52|38 List =il Ef | & E 3 o If you enter
e = EmcyTransﬂiondMana;da' 5 |f235§656:;0 ;;g:nrc;rgDAR Administraorl | | IE | | | TEOOOOOOOOOOOOOOOOOOOOOOOOOO,
S — SR * - | — user will get only that AHC.
zpprose the following usersfor system access: | .
Test Liser testuser@agency.gov 1235556000 |TEST Azercy x ;Eg; i i i (0] You may enter multlple AHCS
TE0SABCD x x 6
ek | Avoot newy. account@ageney. gov 123-655- 7000 |TEST Suh-Agenc i Ed TE M ABCOFE X A2 3 000X 0000 Ed Ed
TE DIEF GHRAR 12 A D00 R 0000 B B
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Navigation and Account Set-up

A E'MORRIS Welcome Demo Adara | My Account | Logout
G SJ-\ Enhanced Maonihly On-line Records and Reporis
of infarmation-Technology Senices
Home Billing Reports Manage Users

Home User Guide FAQ MNews ContactUs
Home > Ny Account

My Account 0  Must change password and accept Rules of Behavior
m Change Pazsword on initial |Og-|n
m Change WMy MNotifications User Hame DEMO.ADARA@AGENCY.GOV
S i FuisEanE Do | o  Standard web site navigation
Lo Bl Atk ! o Tabs across top for modules
Address [521 Desert Highway ! 0 Links (sub-tabs) underneath for pages within
City |Las Vegas | modules
state v | . o .
o[z | o Click on My Account link in top right corner to:

| 0 Update POC info - optional

o Change Password - required every 90 days
o Change system notifications - optional
0

Change navigation preferences — optional
unless you have more than 500 Agency
Hierarchy Codes (see slides 28-31 for more
info)

Email Address |

Telephone l 123-555-5000 |

v
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Navigation and Set-up (continued)

My Account taSk screens Heme > My Asseunt 0] Options available for all users

My Notifications o] If you are an Agency DAR Administrator/ Account
Manager, you can set these options for your
= Change Password users (see slide 41), as well as yourself
Notify me when these events occur m  Change My Netifications -

for Agency Billing m Change Wy Preferences o] However, users can change the settings through
Agency Reports Available for Month thell’ OWI’I aCCOU ntS .

es
— o  Change notifications — options for getting system emails
Notify Me When a Registration iz Received L )

ves o Billing reports available

[ “sove | Cance | 0 Registration request received (option for DAR Admin account only)

My Preferences . . . . .
o] Change web site preferences — options for changing navigation defaults

o Download format — recommend tab delimited (TSV)*

Common Elements

Download File Format o Alternative start page after log-in — default is Home

Alternative Start Page 0 Rows per page — default is 30

Rows per Page 8 0 Include column headers — default is yes

Include Column Headers in Download File [Yes (5] o Default report when first clicking on billing tab — default is MSOA

Agency Billing H
Default Report Sevie ey 5 0 AHC selector type — default is dropdown

ABC Sciecine Type Fewommwmes ) | O Changing these settings is optional, with the exception of AHC Selector
m Type IF you have more than 500 AHCs (see slides 28 — 31)

*Note: Default download format is comma delimited (CSV), but there is an issue in which Excel translates AHCs to scientific notation. TSV format negates the issue.
If you dont set the default here, you can choose TSV format for any report by clicking on the down arrow next to the Download icon and selecting tab delimited.

8
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Networx Inventory Management (NIM)

browse screens — active and history o Populated from vendor
SOCN files

L 0 Query by AHC or UBI.
Browse Inventary Additional filters optional.

Billing Reports
Browse Invensory  Erowse nventory Histol NP &ctve Emors Hild History Ermors

Contraet [A1 W] Contractos] Vanaor! (8] AHC Starts With_.TE | o Click on View to see

Service | &1 > oo | ﬂ detaI|S

Advanced Ssarch Options:

originatogme [ | senviee ovdertio| 0 Add report fields through
[ s customized query link.

oy - .
-.ﬂ.- EEiamize Quany 5 Printer Frignadly \a=Downioad [=]

TEW CLHTRACT COMTRAGTOR TR FGIRATIRG HE ELi 1 ERYICE CLIN SERVICE DRIOER KO LHIT FRICE O D Own | Oad CO ntai n S al I
Universal |Vendorl CLEAMDOEUEY JTESTASANIENZ|TE03CA0000A00030000000C00000 |TESTUBITEO0A | FLS Q780111339 a4zl GOV’t_requeSted J . 12 . 2_4

OrivaEsal [Vendorl FICMMDOAAIET [TESTRSAMTEDS|TENZ0a0000000000000000000000 TESTOBITECE |ITS 01z0609|3235 17T4.56 (SOC N) flelds.
Orivscesl|Vendocl FIRHDAALET JTESTARIRHIEQSITEOS00000000003000000030020 |TESTORITEOS JRLS 0760111383 iri

Oriversal |Vendorl CLEAMDOSTET ESTASRANIENZ|TEN30A000000000000020000000 |TESTUBITED | FLS 07E0311|39% 135.39E

Oniversall|vendorl  |FImemaavs? [rEsTasswiEos|T=ozcecoononococosoosocacosd|rEsmoerrzcefiza |ovessiifass 16.08 0 View Inventory hIStory via
Oriveses 1|Vendzcl  |TEAECHICDSY [TESTASRNTELE|TZ0ECHR0A0AIA0A0D00ADAMA0AD |TERTORITEAE|MHe [o2e0ssi|TEeTesmoas 4.9 the Browse Inventory
universal|vendori  |Tzosemicool [resTasawiEcs|TEoscocoononococnsnonacaoood |rEsTuBITECE |VE 00L503 | TEETEOH00E 1 Hlstory I|nk

Universal|vendorl  |TEO3GNICOOL |TESTRERNTEDS|TZ08000000000020000000000000(TESToEIT=os|Tss |cozdonz|IzsTscnoas -oL

Univecsal|Vendocl TEOACHICOO] JTESTAIRHIENS|TIZOSSHG000000000000008000050 |T2SIORITES JACS 0263001 | TESTSORNS d 9

Oniversal |Vendorl TEQIONICOO01 JTESTAGANTENS|TEZN9030000000000000000000000 [TESTUOBITEION AT QZE8009 | TEETR0R0DS ]

@«
=
[ Ve ]
Im
| T
(7=
[ Vi ]
=
[ ]
[
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NIM error reports — active and history

Wielcorss Ersorrin User | iy Acasurt | Logsut

N E-ORRIS

Apreg = feetwor iresipry > Dadly S0CH Envor Repor

[vertory | I
Bowae regniory  Browes invatieny Haisey MM Acive Brrore HiA Higtors Ervens

MIM Active Errars

Load Nade | a0 Dabe. %  Cordraci | a8 #* Contracior| L H

ﬂ Prieler Frisndly él Dewningd

FIEBTUBITEDYS| 03650 E TEASTHICHDL| 05-HAY-2008 061603 PH|K | IEEICARTEDS| TErSHDCIL |- TEITABRNTE (5|12 D0&S i 12 8-FEB—05 JTE0SD (e

L 1 IiEETIJ'B:]'E-:IB DOEAC)ITEQSOHIC 01| D9-MEY=2008 06: 16202 M| 150 TESTCARTENS| TE FOMICC0] |= TESTASHNTE(S 13 00EE = II]H-EEE—:I? IIEDH&I&}:I
i 1 FIEBTUBRITENG| 00 ITEASOHICHOL| 05-HAY-2308 06: 1600 H|E TESTCARTEOS| TROSOKDRAL |- TEATASRNTE 05 120052 = 128-FEE-03 |TROS0 M
2 B I:l::m'::l:ml 0521144 CLERCHS ST S| DT-APR-2A08 O%:08:4T |1 | TESICARTEC | CLERCE=ATIA |- JT=aIRaRNTED |1z oo = Iza-.:rn.r.—:h: I:::nw:ﬂ:-*:ﬂ:-*:r
2 1 JTESTUSITION | DENSOL7CLEKCHISUIE| OT-APR-2408 O%:0%:47T Ak|1s | TESTDARTECH | CLEXOE=TIE |- TESTASRNTEDG |13 00 | = |23-JUL-08 fTE04D 00000
1 Inmnnmi DOROIdARINTRDGNAS | 31 -HAR-300@ 11:63:47 AM|1S I'I:l:n:mn‘:m RELETIOAMAS |- TESTRERANTLDE |13 0065 I- Iu:l.-:n.‘:—q:\: I:l:nibm-m-a-

JTEST 2oL AAEINTRDSMAS | 31-3RR-2400d 11:65:47 ME[15 | reeToARTRoR [ ANLETCCaM |- TEITASRNTEOE |13 0055 f— Jo1-peT—oc JrEnEDpoces

2 1 ITEETURIT SR SRBLINTROGMAZ | 31 -MAR-2008 11:52:47 4|12 | TEETCARTEDS | AELHTHOAHAS |- TEFTABRNTE (6 |18 0EE I- L:_IJ.-:x!:I’—:IE TED D el
1 IESTUEITE SOLLABLHTHOEMED | B1-MER—2008 11:63:47 AM| 120, mid, 1B TESTCARTE0E| AELRTEOGMAL |- TESTASANTE 05 |13 0SS I- |01-0CT—06 JTE060 (D00

2 1 IIE!]‘U‘E]'J?-:IE- DSl ABIHTROEMAT | 31 -MAR-20404 11:63:47 AM|TD I'I:EEI[}J..F(J'E{IE- RELHTHIMAD |- TESTAARNTE DG J13 005S I- |u1-:>{':r—ns TEDED (000
2 1 JresTUB e | pam1zeacLEnoHeETRE | DT-APR-2008 0908 4T As(1m | TESTOARTEOY | CLDOOEsT2E |- TESTRSANTEDG |13 0023 1- |2 2-aur-08 fTEDL D000
2 B !:l::m:n'::l.'m:-l. OS2 1S ACLE 2| 0T-APR-300E 09:DE:AT amlis | TESICARTECA | CLEXCE=ATZE |- jr=azrarwTEDd |1zooes = Iz:-.:rn.r.—':: I:::nw:ﬂ:-*:ﬂ:-*:r
2 JTESTUSITEOM | DEG0) ECLEKCHISTZE| D8 -APR-2008 10:53:04 Ak|1s | TESTCARTECS | CLEXOE=ATIA |- TESTASRNTE D4 |13 008 = |2 3-JUL-08 JTHD &0 00
1 |TEETURITROG | DOBA0I IARINTKDSNAS [ 31 -MFR-3008 11:63:47 AM[1a | TESTDARTICR | ARLETEOIMAS |- TESTAERNTEDE |13 0063 - |o1-007-08 fTE0ED pooos

a

o

Report of SOCN errors
found and reported to
vendor.

Active errors link shows
open errors. History
errors link shows
corrected errors.

Shows all NIM fields,
plus error descriptions.

Vendor errors can only
be corrected by a new
SOCN from the vendor
— GSA does not
change vendor SOCN
data.

10
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Billing Reports

Billing Summary — total charges by vendor and contract

MSOA — charges by Networx service type and category

Service Summary — charges by Networx service

Call Detail Summary — usage charges by phone/card number

CLIN Detail — charges by CLIN

Conferencing Services — charges for audio, video and web conferencing services
Vendor Adjustments — detail of vendor adjustments

GSA Adjustments — detail of GSA adjustments (central only)

Charges by Service — total charges by AHC and service (download only)

UBI Summary — charges by vendor Unique Billing Identifier

GSA Disputes — detail of disputes filed by GSA on behalf of Agencies (central only)
Vendor Disputes — detail of disputes as provided by vendors

Update LOA — reference list of central billed, billing level AHCs with BOAC and LOA

O OO0 0O O0OO0OO0OO0OO0OO0OOoOOoOOo

o

All reports apply to central and direct billing, unless noted above.
All reports have printer friendly and download options, unless noted above. 11
o Data layouts are available with the download files, and in the billing report user guide.

o
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MSOA / Reports Availability

Select Report Criteria

. . . Bill Period [ Jan 2008 %] Vendor | Vendor2 |% | Contract | Universal % | AHC [ TEO1
0 E-MORRIS “bill period” is the usage month | sresorlveser ] cenanrea [cewale

0 The vendor invoice is delivered by the 15" business day of the
following month (approx. the 21st or 22nd)

o E-MORRIS billing reports are available 2 months after the usage
month (between the 10t — 15t calendar day)

o For example:

Usage Vendor Invoice E-MORRIS IPAC / Bill
Reports (central)
Jan1l-31 dated Feb 2008, dated Jan 2008, dated Jan 2008,
delivered by Feb | posted between billed between
21 or 22 Mar 10 - 15 Mar 22 — 28 12
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Billing Summary Report

A E'MORRIS Welcome Emerris User | My Account | Logout
GS}-\ Enhanced Month Records and Repor
of infarmation-Te g fvices
[ ome 1 mertory TPl
Summary MS0A Service Summary Reports Charges by Service Adijustment Reports  Detail Reports  Summary Reports  Dispute Repords

Home > Billing Reports > Summary

Click to Select
=HE

&Reports CentraliDirect | Central v (0] H |g heSt |eVe|

@411 Biling Reports

- - summary of charges
[ EMs0A @ Hige selection Box I@iPrinterFrientﬂsr Duwnluad::"‘- ®@ user cuide [ custom by Networx Vendor

+Service Summary Reportz
Communications Transport
IP Bazed Networx Billing Summary By Month and ContraCt

Optical
= Management/Application Agency Hierarchy Code: TED1000000000000000000000000 Bill to AHC: TED1000000000000000000000000
Security Agency Name: Agency ED1EFG BOAC: TESTO

B Special Line of Accounting: CentraliDirect: Central O Query by -AHC and
B wrsiess Central/Direct

H Access
Migcellansous January 2008

—H Charges by Service
+Adjustment Reports Vendor Total Universal Enterprize

9 634 Adustments Vendor2 409,720.73 203,736.33 205,993.40 0 I—I n k frO m am ounts to
M Vendo Aot Total 409,729.73 203,736.33 205,993.40 Correspondlng MSOA

—-Detail Reports
| Conferencing Services
|8 CLIN Detail
E-Summary Reports

sl There are multiple ways to navigate through the billing reports:
R s 0 Report list to the left of the page (you can hide or show this list as you choose)

M Mo Preanies o0 Links across the top under the Billing Reports tab 13
0  Links from within summary reports to lower level reports

Select Report Criteria AHC | TEO1 0000 0000 0000 0000 0000 0000 - Bl N c- |
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Monthly Statement of Account (MSOA)

Sedect Repoit Crtiena

U.S. General Services Administration

o High level summary of

Bl Paricd | Jan 2HE % Vendor | Vender2 8% Corfrect | Uniswrasl 5% AHC | TEQ1 Q000 0008 S200 0050 D040 OOSE - B - u
Brank Bn | Verds % CurmralDrect | Ceciml =
':.'2' Hal= Seberiee Boa .ﬁﬂ*'\e""i—.‘.'\- l! D v it | @'.-:4‘ Cude -_g'_,.\p'r."
1 K 3§ BT Fe
& Hetviord
GSL‘ iy Stansmenl of AcTourn
Jeruary 298
Eding Laval

Babwors Seieas

Tedecommanicafinns Senires
Earrenizsion Trasassd
Eunru jos

Opaicsl Sersces
Subiotel Telecormoruncstions

Managemers i Application
SR

B L
Soscial ServcEs
Hirsiegy Sorvicas
ACcEan Sarvicen
Misoedlaneous
Paderal Rulay Sarvicn

Tosal Charges

Bl o AHC: TEDH 08800 B8 OO0 S D00 B B0 EE0E
Aaperacy Ma e & gescy ERTEFT
BOALC: TESTDH
Caniravinecs G

Coniract Unvarsal
‘enadon Verdarl
Agency Hisrsrchy Codac TED 0500088 00CE000 25008 £000E
Line o Ao oamting

Hétwors Comvaciorn Chepis

Usage aoge Moy Tades & ST LFE-1)
Wolums Amoum RecieTreg Fran Recurmng Surdmmes [ 1 g Adjussmenis Tatal Charpgsa Adpsatmants
a D EE i i) Al 00 1158873
a ;azr 193 oo oo Q27 oao LR "
a oo 188 074 80 2] 00 408 DA 40 155 074,58 oo
1 Erls)  ETEMES E M0 ELFE e (it} J1E 18 1EEN. 1 1,840
e ] a3y LR AR iy 109 Lk L 4.0 MIH o
o oma 1013 14,1800 B0 am Do) a0 HAUA] ooa
in o) nm 2T man am oA L I o
] [T AT 15 o 08 oEn o3 17516 oo
a o oo ooo oan 1™ oan L LM om
a o oo oo Dan 404 030 a0 LW oo
14 nme nma g oo am oao| b L] om
00| 1 TEEE|  T0aSSa I3 4R B 1,23068] DAY el EELS ] MW ETEE et

Fior e 16008 oonosming this report, please tonteot te FAS Biling Help Desk 5 18779408577 or Tsbding helpgo s

charges at Service Type/
Category level

0 Query by Bill Period,
Vendor, Contract, AHC and
Central/Direct

Link from the Networx

Services column to the
corresponding Service
Summary report

87345

[RE-E-2 11 O
1EE T4 ED
84 IT0E

14,390.54

1543497
3,140.00
WS
L8]

L)

nm
MN1AEE

14




GSA

Federal Acquisition Service

Service Summary report
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High level summary of
charges at Service level

Select Report Criteria

Bill Period [ Jan 2008 ¥/| Vendor [vendor2 »| Contract [Universal v AHC [ .TEO1 0000 0000 0000 0000 0000 0000 - Bill

ol -

Break On |\.-fent|ur V| Service T\,rpe| Communications Transport Services v! Centrah’Directi Central v!

Query by Bill Period,
Vendor, Contract, AHC,

@ Hide Selection Box &= Printer Friendly O Downioad & @ user cuige [ custom

Service Type and
Central/Direct

Networx
Summary By Service
G S ‘e'\ January 2008
Communications Transport Services
Billing Level

Bill to AHC: TE01000000000000000000000000
Agency Name: Agency EMEFG
BOAC: TESTO1
Central/Direct: Central

Contract: Univerzal
Vendor: Vendor2
Agency Hierarchy Code: TEQ1000000000000000000000000
Line of Accounting:

Vendor GSA
PICC Adjustments Adjustments

0.00

Usage

Usage Monthly Non- Taxes &

Volume Amount Recurring Recurring Surcharges USF

0.00

Asynchronous Transfer Mode 0.00 0.00 0.00 0.00 0.00

Circuit Switched Data 0.0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Combined (local and Long distance) 0.0 0.0o 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Ethernet 0.0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Frame Relay 0.0 0.00 20594 0.00 10.58 48.89 0.00 0.00 (481.96)
Private Line 0.0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Tol-Free 0.0 213.03 1.281.28 8.041.05 20462 27898 0.00 {5.00} {1.188.58)
oice 0.0 41.79 2354 50 0.00 1.79 4.48 0.00 0.00 {2.30}
Total 0.0 254,82 2,551.72 8,041.05 216.99 330.15 0.00 15.00) {1,650.82)

Total Hetworx

Link from Service column
to corresponding CLIN
Detail report, Usage
Volume/ Amount
columns to
corresponding Call Detalil
Summary report, Vendor
Adjust column to Vendor
Adjust report, and GSA
Adjust column to GSA
Adjust report

Charges

0.00

0.00

0.00

0.00

433.25

0.00
8,855.40
400.26
9,738.91
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Federal Acquisition Service

U.S. General Services Administration

Call Detaill Summar

Sajert Rapon Crileria

Bl Perion | a0 2806 W Wenoor | VendeZ W Conimn | Linieersal W ARG | TEE D008 800 (OEE SO0 (080 008 - BN w ﬂ

et | Ak w

:
@-H}-:e'.:q-:.-. 5?'1'-»"'-1--.-.- W Dy s %]

Cernralilireat| Ceaiml =

@ Ugesr Duide é! Cusion

y report

GSA

Hetwars

Call Dutml Smrece Surmmrary
sy W
Bdling Laval

ConITaee Lnrsanl
‘e WVerdarZ
Agancy Hierarchy € ode: TEE I OEREEE D003 E A E DN EE
Line of Aoacsrting

Bl 1 A HC: TEQ 000 S 0 S 000 SO0 SO0 E00]
Apency Bamer Lgesoy EITEFG
BOAES: TESTE

Cerwal Diregh Ceqiry

e ] .
Unirwrasl Vardor? TEOH! ARCOHDONIIN0 000300 Buxiin Corfpuncieg LBIACTEIIAE TESTASRNTED! TESTOCANTEDT TEITHICIZN D = o 140 o oan LK )
148 TEGTABEWTENt TEATOCAWTEDT TERTHIIZM poe o 140 [T 20 230
Cuptonind UBIVCTER1AE TESTAEANTES! TESTLCANTENT TESTHIIZM (R BT R to a0 15 i

TeliFma LRITFTEI1AR TEGTASEMTEIY TREETOOAWTROT TESTHIC1Z14 1] [= 4l 1l e 30 419 50 21249 LE1] 2T

Voics over|F Tremesert URIVITEIMAE TESTASANTEIT TRSTOCANTEDY ELSGCAIIOEE o c = 17941 20 119929 20R3T LE L] 1a7T

Total TED1ASCCINOI U000 031004 - HADRR W s LI a1 T.TG

TED! EROHIIO0 300030003 0003 00 i Corfpencieg UBLLITENTEF TEESTARRNTER! TESTICANTED! ELDSHANCTI D [ - 27431 .30 I o 121348 2 aam™

CallkePOE UBICFTENES TESTAESNTES! TESTICARTEN TEETHIIINM P oc o 0 000 D0 10 0

Dutourd WRRACTED 1 TRETASANTRIT TRATLCARTEDT TESTHIC1ZI4 o [ a 30080 i 0 B - LE L] 8-

TellFma UGITFTRO A TEETASENTEI! TRETDOAWTEODY TRESTHICIZIY D [ 1] LE 1] (¥ ] oan 4.80 (X i)

Voics over I Tremeort UBRATEDIEF TESTASMNTEI] TESTOCARTEDT TESTHICIZN o c o 130 om oaan aa0 o

Tote! TED1EFTHNOII0IL00 M (08 003 2 b B LR ) waTTm 13408 a2 Haor

Todal Universal Wendor? B BIAE AMTT 1TIBEE M2 BT

Grand Total B BIAFI0  1ELT8 47IREE B2 AT

Summary of
usage
charges by
phone/ card
number

Query by Bill
Period,
Vendor,
Contract,
AHC, Service
and Central/
Direct
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GSA

Federal Acquisition Service

CLIN Detall Report

Select Repon Criteria
Bili Pariod | an 2008 | vender [vensorz = Contrees | Unkaraal (W) AHC | TEOT DBOD 0000 008G 000 D00 DOOE - iF i - B

L | Centralirecd | Caniral :-

pox AN Printer Frineily l:.-_c-ua-_“n' @ tmar e [ custor

U.S. General Services Administration

Hetwors
CILIN Detnll
Janiiary I3
Billing Leval

CORTIFRET: Ut sl Bl 1 AHC: TEE DOOEGI00 0000 0G0 05000
¥endar; Verdo? Agency Rame; dgency LHING
Agency Hisrarchy Coce: TEC S0DI00DI0E0 D0 EADI0E BIAC: TESTIH
Line of Acoounbng: Contralilirect: Ceniml

Do

CLH Gty Wi CO

Usvermal Contracrd
Vender Vendard
TESTABCOAMNT O (M M (G

FRS 2805096 UEIFATEQTAR TEETASARTEA! 0MOMOD 20 C  WHTMMOOSUAR bl 111011 040 3000 B 8000 BMBER  BLOD  Bed

FES anTapees USIFATED (AR TESTASANTEdD] DO$2404 20 WHTRTADOSUAR g : g: aran«4as man qa=ET m;.oa 3000 30 00 oa 352 8T

Suttotn! i Sares SRB 1050 Se2gT B0 B000 BEER MO0 200188
fox TEG 1ABCE ] Haa T AT 3o.00 oo IS0 ED H.om e

TESIEFEHI0NO 0 D000 M0 050

FRS IADGE USIFRATRD1AE TRSTASSWTRA! DIODI0D ip c YWHTRTADOB UAR :I ;': :: dal.z0«a soao S0 00 s0.00 510m S0 0D a.m AL E-]

10

FRS  Z0200%6  UGIFRTEDMAE TESTASANTEN DI45404 20 ©  WHTMMCOBUAR 01 7 E; 212048 030 Se25T B0 5000 5000 M0

Sebictsl for Serace MY mao s&eaz AT m.oa o 3000 .00 Jaa303

Sabilets] for TER EFGHIRI00003000040200400 080 34257 MO0 HOME 3000 MO0 SMA5

Eiuisbotml fox Warsdce Wil MA0  BEOESE B0 BHNER  B4pER BA00 BBSSE:

Sebtctsl for Uniewrmal Cortac san SO SN .00 £ 4081 SRR m sesax

Total Crarges S080 SPGB BOO0  GU0SE  B4BEB  BAOD  SBESH

Detail of charges by
CLIN. Lowest level of
data available in
E-MORRIS.

Query by Bill Period,
Vendor, Contract,
AHC, Service and
Central/Direct

Download includes all
Gov't-requested fields
from J.12.4.2 (Detall
Billing File)

Does not include call
detail usage
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GSA

U.S. General Services Administration

Federal Acquisition Service

Conferencing Services report _
0 Detail of usage &
non-usage charges
S——— for Audio, Video and
EII::IIDH .'1.1:-3'-":! - -.-|EE:: Wandiorl e : II:T:I.u:| :':.:rlll:"\-l'!AW: TEI1 B0 OO5E D000 0O0E S000 0040 - Bl - B Web Conferencing
o services

U LRt ST = ﬂﬁ ribar Friaachy l.:.' avaninsd = B s Qusie :ﬂl:.r:-.

— o Query by Bill
GSA iy GSA Period, Vendor,
Contract, AHC,

Caniract: Univermal B0 b A TEE 000 DO0R 00 000§ D0 R 00

Wendor Vendar? Agency Rame: Ageacy EEFG 1
Apency Hisrarchy fw‘E'T::llJ:;EII:W::-WTEDZIJ::W-' W!-l.':ﬂ'?l’!:’ Seerce and
Ling of Aeonting Camrailirest: Cenira

Central/Direct

: o Usage charges also

3011 4 B CIOROND £ W00 8 £0N0KT & DChD £ 200 Bl UBUCTES AR TESTAIANTED1 TESTGLUM TEIT Dwmoiplion 2851111221 1 A IDANAT N a [} am 19 oo avaz ooo ;4 a2 - -
01 ABCOOI DO EEOREONEEI0E ¢ fumw  UBLCTES1AR TEATRERWTEDT TEETCUM TEST Dwozkon 113 =] 1 ] ] L m LR 5030 00D 195 found In Ca” Detall
01 EFGHMEREEDIDEREE0N] C©  Auais UEACTES 1AL TRATALARTEDY TEETCLH TRST Cumsip 1234 o a a aod LR L B0k T4 L] (2] B2 74

TEO EFGHMOES0SID0O0IE0EE0N] € Audin USWCTEZ1AD TRETASANTENY TESTCUM TEST Deaoipfon EEZRIHIIY = a a am in &8 oo ooo a0e TE Summary

Sutizial bz vamoo el am ) 1213 maz oo LE-RrS i b

Supictnl koo Conbwd: Lviesal am .31 (&) 1§80 33 L) | EHE.E4

Toral Charges oM LN LHIAE 1R LW 1518

o Non usage charges
also found in CLIN
Detail
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Federal Acquisition Service

U.S. General Services Administration

Vendor Adjustments report

Select Report Criteria
Bill Period |Jan 2008 vi VendoriVendurZ v| Contrac‘li Universal | AHC | TEQ1 0000 0000 0000 0000 0000 0000 - Bil vi m
Service |—AII— v| Central/Direct | Central vl

@ Hide Selection Box % Printer Friendby Download (= @ User Guide ﬂ Custom

Networx
A Vendor Adjustments A
GSA Henunty 2005 GSA
Billing Level
Contract: Universal Bill to AHC: TEQ1000000000000000000000000
Vendor: Vendor2 Agency Name: Agency EMEFG
Agency Hierarchy Code: TEQ 000000000000000000000000 BOAC: TESTHM
Line of Accounting: Central/Direct: Central

Vendor GovDisp Invoice Orig Term PICC

Disp No No Date sve uBl ASRN NIC HNIC CLIN C/D SvcAd] TaxAdj USFAd] Adj Total Adj Explanation

Universal Contract

Vendor Vender2

TEG1ABCOO0000000000000000000 GOVDISPD001 1211207 TFS UBITFTEQD1AB c -35.00 20.00 50.00 50.00 -$5.00 Explanation of adjustment
TEO1ABCDO0000000000000000000 GOVDISFDD02 121207 VOIPTS UBIVITED1AB c -5410.25 20.00 20.00 20.00 -$410.25 Explanation of adjustment
Subtotal for TEO1ABCD00000000000000000000 -3415.25 20.00 30.00 30.00 -$415.25

Subtotal for Vendor Vendor2 -5415.25 50.00 20.00 50.00 -$415.25

Subtotal for Universal Contract -5415.25 E0.00 30.00 30.00 -5415.25

Total Adjustments -3445.25 $0.00 50.00 50.00 -5415.25

-3

Detail of vendor
adjustments

Query by Bill
Period, Vendor,
Contract, AHC,
Service and
Central/Direct

Download has
additional fields:

o Invoice
Number
o Charged
Amount
o Disputed
Amount

o BIill Start
o Bill End
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GSA

Federal Acquisition Service

GSA Adjustments report

Sulec Repon Critina
M Period | S T0F ¥ Vendor | Wesdod 8 Confesct | Usierssl ¥ ARC
Swrvice | -4 -

ur Frandy l:.'. anlaad = m'.ﬂr."l'n"" .ﬂ':.ll

Canirmct: Usieraal

e Ve a:

Agency Hisrmrchy Coche: TR0 15000 D000 S 000 TE000 T E200
Sersoa

Lirw i A g

TEH | ABCT S} 3R I3 00FE 12305
wmdor? TEZ 1 ABCTNOI SO0 00033000
Urivws VascorZ TEG | ABCOONIE000033 000330003

0

o]

TEO N6 D0 BON0R) (N0 0460 B0 - 08

HeDNGrs

GIA Adjuatmanin

danviary JME
Biling Luwwl

BNl {0 AHC: TEE 0088000 500008 S0008E 0001
apeny Hames & gy EOIEFS
BOALC: TESTTI

U.S. General Services Administration

o Detail of GSA
adjustments (for
centralized
billing)

0 Query by BIll
Period, Vendor,
Contract, AHC
and Service

o Includes
transition credits

= (identified by

TCR in

e adjustment

topd Vmdor? TER |ABCON 0000 M0H000H MSGTEN &S TESTASSNTERTMOFS D1-N40 TCRNAGTTFAZESMSS4Ens Fame Aeley T VDS LT LI T R R L]
Unheesd  VisecrZ TED |ABCOINGI0000 DOM0003 URIACTEDEE OI-AAMIE TCRRACTTTFIBIMESANITS S Tolfus HHDLIE A0 man 11888 reason)*
Subininl TED L& BCTA DO 00 R 000 tEa1I @masal man oo [(LMER
Senizin L Vwnaze 1ES1EN  SDABA]  CEAD 08D MR
Toisl AT pMs 0l 0K (A
1=8

*Note: Transition Credit reports for Direct Bill will be on the Transition Information Portal (TIP) web site, along with additional

Central Billed transition credit reports.
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GSA

U.S. General Services Administration

Federal Acquisition Service

Charges by Service report

Select Report Criteria
Bill Period | Jan 2008 || Vendor | Vendor2 % Contract | Universal |%| AHC | TEO1 0000 D000 0000 0000 0000 0000 - Bil v E

Central/Direct | Central |

@ Hide Selection Box Download [¥] @ uUser Guide ﬂ Cusgtom

Contract: Univerzal
Vendor: Vendor2
Agency Hierarchy Code: TEC1000000000000000000000000
Line of Accounting:

Pbip- Nbip-

Ve Csds Tfz Cs Pls Frs Atms Eths CommSub Vpns Vpns Voipts Cdns Cips Iptels Ips L2Vpns Ipvis IpSub Sonets Ows Dfs OpSub Vis Mn
TEQTABCDO0D00D0DH00000000000 | 116.01( 0.00) 8,263.25|0.00| 0.00| 452.97| 0.00| 0.00 883231 0.00 18| 268.27| 000 0.00| 0.00(0.00 0.00( 0.00(387.45| 245854 0.00|0.00| 3458.54(0.00| 0.0
TEVEFGHOO000D00000000000000 | 282.07( 0.00| 1,488.63|0.00| 0.00( 463.55| 0.00( 0.00 223225 0.00 5@.'—5 0.45) 0.00 0.00| ©0.00]0.00 0.00) 0.00| 59.83|151575.56| 0.00(0.00| 151575.98) 0.00( 0.0

Total charges by
AHC and service

Partial screen shot —
report includes
additional fields for
each service and
subtotals by service
type/ category

Query by Bill Period,
Contract, Vendor,
AHC and
Central/Direct

Download only — no
print option
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U.S. General Services Administration

Federal Acquisition Service

UBI Summary report

Sedact Reporl Crivaria
Bill Pariod |Jae 2008 »|  Vendor I WindorZ | Comirace | Usiveresl || ARG | . TE} ABCD 0000 0000 0000 D030 008G - Dalel Caniral |% m |

Serves | AL '\!ll.":'.-ﬂla-:l Drect | Cenirs &
o Summary of charges by

G-g'-r:-:s.r::rt:niﬁ::i: EP-.-'.,-. Frigndly l!dﬂ:“.vnan::' (@ User Buids i_-:ﬂ-:..n:-- Vendor Unlque Bl”lng
Netwrore |dentifier

UB Surmimanry
A A
GSA == GSA
ot Pl i s o  Query by Bill Period,
; TEOH &BCOO0DEI0008 A TEST
-ﬂfumHlmn:h;sfru:::'Eﬂ ABCIO0DEMO0DE000DI000D c“w“gnm:h u::.-nr[_-': Vendon Contract’ AHC’

Line of Aczourting: Service and
Central/Direct

Coetract Vencor ARL 2 AT Ll - I:h.lrgn
Ugiveraal Wandod TEXABCIODNOIDRIGO000200000 408 LRIACTET 188 (s ann oon 0.0 000 oRg non 0.00
Usrwarsyl WerngorZ TEDTABCIONNEIMEND0GI00000 CFCS LBICFTETTAE - ann 1 og L] oon aa0 oon A63.09
Usnversel Wercoe? TED1ABCOO0DM 0000000300030 FRS LAIFATEDN1AE i aon &5 57 0.00 il ] ak &2 o.o0 LI
Usiverasl Waraod TEDXABCIODIEIGDHED 003D LIRS LBILWTEDAE  © 200 000 147000 aon oaa oo 1 070,41
Upiversal Werdod TEDABCIODDIG000I00000300000 MEE LBIMFTEDAE  © ann aon 10.700.00 a.an oag aan 10,700.00
Usiversal Werdor? TRITAECCO0IMMOODDIOOODSI0OO0D MTSE LRI TTRI1AR = aoo &0 00 0.0 12200 oag ooo B06.0
Upnergsl Werco® TED1ABCDODOEI0DOMIOODH3000D0 NBIPAVFHE LBIMTEINAR = 400 H518 LI ] .00 hada oo LR
Uisivergsl Wardo2 TEDIABCIODDIIODOOQ0D00300000 SONETS  UBIEOSTEMAE © .00 3,653.54 0.0 .00 baa oo 3A493.54
Usrvarsal wWemdord  TEDTABCI00NDIEOD0EEAN00ND TFS LBITFTENTAE - ann oo BER41.00 ooon aq0 oon B44.05
Uphversal WVendorZ  TES1ASCIOO0MNOOOOOO00COAO0000 THS LEITATESIAE o a.on L .00 n.oo aao o.oo 1 876,53
Usiverzgl Wermm2 TEDABCCO0DI0DCXI000200000 YOIFTE WEATEM AR c a0 000 0.0 .00 iy oo 07
Upivermal Wardod TEDABCTODIEGIDIIQ 0000000 VE LEICTEI 148 C 200 10,43 L] oon 280 oon 10043
Sebictal TEQTABCDO00003000200 0000300 an 8,591 74 TeA11.05 145.00 4k % oo 26155.75
Sisbdoial Un asal Vanded a.0a 0,559.74 19411.08 13500 4E .58 oo 26,356,765 22

Total 00 6,350 T4 8 411.05 14500 4835 oo 26155.T5




Federal Acquisition Service

U.S. General Services Administration

GSA Disputes report

Selact Aapa Critana

Iwnice Daie | AL % | Vendor | AL o | Corract | -aa w | AHC | TEDI B8O DOGO 0OO0 DEDE DNOD B0 - D w m
Servics | Ak % | Stmiua Codn | aF -
Gow Disp Mo, Range - From Ta |
@ o Satecian Box .'ﬂn-- fer Friendir &ut-.v.---.t..' 7 (Puser e [H pimiem
Hetwary
A G54 DEputsr
GSA

Contract Untversa
Wendor Viesds?
Agency Hrarchy Coda: TEH0000E020 B0E0 08080000000
Invoice Dete; aLL
Lir of Accoueting:

Arcorded

Werndar Comfract Dasl e

Bill to AHC: TENRI0T0E0E R0 RIS 000D

Agency Mame: Sgescy EXEFG

Iracine
| ASRH  Dete

Bt Tyipe

BOAC: TESTEH

Charged Disparted Ouisianding Adjustmenis

Dispube Reason A A

Ami

Recsied

VendorZ Unkmnsl OOVTHEIFIIOT Clossd Ficel Dinsutes <= 312030 1.232049T TEO1ABSCOOOMOOO IO IDI0d0d UBITFTEd 1A 121207 ToA e Daplicxe Siling chapes =00 oo am M0
endni? Unreosl  GOVHEPOI0Z Cicosd Fizml Gispubed == 515,080 122047 TEMABGDIOOGO0I0E0EE030d UBIWVITEM AR 121207 Voiom ovar P Trerapot Prow not maiched in Friom el i0 414.25 ki 4110251
| Bustztalfor Inve e Date 13-DECD7 7ER4qD &7 om fEE2E)
THRAT A15ES Lo FRLZH

< Total Charges

Detail of disputes
initiated by GSA
on behalf of the
Agency (for
centralized billing)

Query by Invoice
Date, Vendor,
Contract, AHC,
Service and
Status Code.
Optional filter by
Gov Dispute
Number.

Download
includes
additional fields.
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U.S. General Services Administration

Federal Acquisition Service

0 Detall of

Vendor Disputes report dspues as

provided by

vendor in
B J.12.5.1
Szt R Crilearia | i i
h-c..e-m: Ai. ¥ Wendor | Ad. W Conel| AL w | AHC | TEO BEE8 OO BEEE O BEEE O0x) . B L ﬂ DISpUteS flle
AR |k W AR GO | AR | Caneniinsal | Ceaval

Gov Diap Ao Rangs - From Ta O Query by
' Invoice Date,

B e ek By D Prntur Priancty o Dovaviod 1 2) Doe eae BB comtem,
_ Vendor,
Networx Contract,
GSA presd i AHC,
Service,
Status Code
and Central/
e e R STt S | BET R e S T e Direct.
A TR 1 e ST STl e L e Optional filter
Totsi Charges s by Gov
Dispute
Number.

0 Download
includes
additional
fields.
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U.S. General Services Administration

Federal Acquisition Service

Update LOA “report”

All billing report users have view access

AHC Starts With: |TE

E Printer Frigndly Diovniload =

View AHC Agency Name ADAEN BE-COiTHELS) lenton LoA
Name Hame
™1 |TE01000000000000000000000000  |Test Agency TEDT TEOIO0  |Universal
=] [TECSO000000000000000000000 | Test Agency TEDD TEO=21  |Unweredl THIE_CODE 15 0P TIONAL_AND_AGENCY.DEFINED
BT [TEC300000000000mN000000000 | Test Agency TED TEO®  |Erterpiss BRE &< OUT BY COMTRACT IF 0L ViarT
] [TEeo0000000000m0000000000 | Tes Agency TEDS TEOSEE  |Unmerssl | wender] |OF.BRE AK.OUT BY.CONTR AT &ND VENDOR
™1 [TECS000000000000000000000 | Test Agency TEDS TEOSSS  [Uniersal | wendor2 WHATWOULD YOUTHINKIFISENGOUT OFTUNE
E] [TEr5m000000000000000000000 | Te Agency TEDS TEOSS5  |Erterpies TESTLOAESTIT 3T F—plol S0charaders

Some users have edit access (as approved by DAR Admin)

AHC Starts With: [TE

|Boac [-aL- v m

E Prirter Friencly Dovvrload =

Edit AHC AgencyName goac  Commct  Vendor LoA
Name Name
L |TE01000000000000000000000000 | Test Agency TEO1 TEOIO0  |Universal
7 |TE0300000000D000D0D000000000 | Test Agency TEG TEO= |Unmersdl THIE_CODE 15 0P TIONAL_AND_AGENCYDEFINED
7 |TE03000000000000000000000000 | Test Agency TEO3 TEOS21  |Erterpriss BRE & OUT BY COMTRACT IF 0L Vs T
7 |TE0Am0Dn0000ADO00NNNnNan0D__[Tes Agency TEDS TEOS55  |Uniersal | wender] |OR.BRE AK.OUT BY CONTR AT SN0 VENDOR
7 [TE05000000000000000NANDAA000 [T est Agency TENS TE0S55  |Uniersal | wendor? WHATWOULD YOUTHINKIFISANGOUT OFTUNE
7| TEDeDO000000O0NNO000000 | Test Agency TEDS TEOS55  |Eriorpnes TESTLORES 3T 3T S—plol S0charaders

Line of Accounting (LOA) — an optional, Agency-defined field that appears on reports and IPAC / non-
IPAC statements for central billing, and may be helpful for tracking and monitoring against an
Agency’s approved budgetary resources.

List of
centrally
billed, billing
level AHCs
with
associated
Billed Office
Address
Code
(BOAC) and
Line of
Accounting
(LOA)

Query by
AHC or
BOAC

Approved
users can
edit LOAs
(see slide 26)

25



GS2

U.S. General Services Administration

Federal Acquisition Service

Update LOA edit forms

Edit Existing Record

AHC  TE01000000000000000000000000
Agency Hame Test Agency TEQT
BOAC TEQ1mO
Contract Hame  Universal
Vendor Hame

LOA |

DODACT I:I

or
Add New LOA For This AHC

AHC  TE 01000000000000000000000000
Agency Hame Test Agency TEQT
BOAC TEOMOD

# Contract Hame
Vendor Hame | - $elect One - %

LOA |

DODACC I:I

Each centrally billed, billing level AHC has one BOAC and may have zero, one or more
LOAs (no more than one LOA per AHC/contract/vendor combination). This form allows
approved users to edit LOAs — not AHCs or BOACs.

LOA is optional and
Agency-defined

LOAs can be assigned:
0 Per AHC

o0 Per AHC and
contract (Universal
or Enterprise)

o Per AHC, contract
and vendor

To assign one LOA to an
AHC, enter data in the Edit
Existing Record form and
click the Apply Changes
button.

To assign multiple LOAs to
an AHC, enter data in the
Add New LOA for this AHC
form and click the Create
button.

Changes take effect with
the next billing cycle.
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U.S. General Services Administration

Federal Acquisition Service

Break-on option and report tabs

0 Use the Break On
query options to

Select Report Criteria
Bill Period [ YTD 2008 v | Vendor [-Al || Contract [-Al | AHC [TE** 0000 0000 0000 0000 0000 0000 - Summary v break your report
Break On I_\;EEI-E-II' vi Central/Direct i-_AII- vi |nt0 Separate tabS,
depending on your
® Hide Selection Box EPrinterFriendh’ Duwnluadii_:': @ user uige Other query
ST Vendort |(Vendor?) selections.
. THIS IS NOT A BILL - DO NOT PAY
Networx :
GSE‘ Monthly Statement of Account GSE‘ O Applles tO the .
Summary Level MSOA and Service
Summary reports.
- o The Billing
Break On Other Query Option | Result Summary will
Bill Period Bill Period = YTD Tabs by month automatically show
tabs by month.
Contract Contract = All Tabs by contract

0 The printer friendly
Vendor Vendor = All Tabs by vendor option will show all
the tabbed reports.

Central/Direct Central/Direct = All Tabs by
central/direct 27




GSA

U.S. General Services Administration

Federal Acquisition Service

Report query AHC selector options

o 3 options for AHC selector, depending on how many AHCs you have
o Dropdown list — fewer than 500 AHCs (system default)
o Popup list with filters — between 500 and 2,000 AHCs
o Popup list drilldown with filters — more than 2,000 AHCs

My Preferences

0 How to change your default option

1. C“Ck the My Account ||nk Common Elements

5 o Download File Format
2.  Click the Change My Preferences link. Atternative Start Page =
3. Click the down arrow next to AHC selector Rows per Page EX

type and Select an Optlon Include Column Headers in Download Flle!*ras >

. Agency Billing

4.  Click the save button. Defauit Report | Servics Summary v
L. , AHC Selector Type | Drop-down {for limited # of AHC=) %

5.  When you return to Billing Reports, you'll =

28

see the new AHC selector type. oy Lot e

Popup List Drilldown {w/ filbers)




GSA

U.S. General Services Administration

Federal Acquisition Service

Dropdown list (system default)

Select Report Criteria

Bill Period | vTD 2008 |+ Vendor [-Al- || Contract [-Al- v | AHC [al v EX
Break On Central/Direct

-Beginz With (Enter Start of AHC in Figld at Right-=)
TE** 0000 0000 0000 0000 0000 0000 - Summary
.TEQ1 0000 0000 0000 0000 0000 0000 - Bill

..TEOQT ABCD 0000 0000 0000 0000 0000 - Detail Central

: . TEO1 DEM2 0000 0000 0000 0000 0000 - Detail Direct

o Standard drop down list of values .TEO1 EFGH 0000 0000 0000 0000 0000 - Detail Central
.TEO1 MNOP 0000 0000 0000 0000 0000 - Detail Direct
TEO3 0000 0000 0000 0000 000 0000 - Bil

0] Works for up to 500 AHCs TED3 0000 0000 0000 0000 0000 0000 - Detal Central

...TEO3 ABCD 0000 0000 0000 0000 0000 - Detail Central
...TEO3 EFGH 0000 0000 0000 0000 0000 - Detail Central

0 AHCs appear in the list according to your selections  |-Tzc2 1111 0000 6050 0000 0008 0000 - Detai Drect

.. TEO3 MNOP 0000 0000 0000 0000 0000 - Detail Direct

for bill period, vendor, contract and central/direct _TE03 QRST 0000 0000 000D 0000 D000 - Detail Direct

o Choose from summary, bill or detail levels (note: bill
applies to central only)

o Can type in all or part of an AHC by selecting the
“Begins with...” option

Select Report Criteria
Bill Period | vTD 2008 |+ Vendor | -Al- « | contract | -al «| AHC | -Begins With (Enter Start of AHC in Field at Right-») + | Begins | | E 29
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Popup list with filters

Select Report Criteria

Bill Period | 7D 2008 ¥ Vendor [-l- || Contract [-Ak | ™) AHC [TE~ 0000 0000 0000 0000 0000 0000 - Summary |1 [[ER)
Break On Central/Direct

(= Select AHC - Windows Internet Explorer CBX o0 AHC list appears in popup window when you click on the arrow to
el v 8 the right of AHC
Select Agency Hierarchy Code X
— |aHe 0 Works for up to 2,000 AHCs
st Includezl |
Report Type (718 7] Detail [7] Summary 0 AHCs appear in the list according to your selections for bill
Shed (¥ Contrat [W]Dvect period, vendor, contract and central/direct

Displayif: » ) . . .
' - o  Filter your AHC list in the following ways:

TE** 0000 000 6000 0000 0000 000 - Summary o Enter all or part of AHC in AHC Begins With field
TEO1 0000 0000 0000 G000 000D 0000 - Bl . .
_.TEG1 ABCD 0000 0000 0000 0000 0000 - Detail Central o Enter part of an AHC in the AHC Includes field
_.TEQ1 DEM3 0000 0000 0000 0000 0000 - Detail Direct . .
_TE01 EFGH 0000 0000 0000 0000 0000 - Detail Central 0 Check/ uncheck Report Type: BI”, Detall, Summary
.. TEO1 MNOP 0000 0000 0000 0000 0000 - Detail Dirsct (note- b||| applies to Central only)
_TEO2 0000 0000 0000 0000 000 0000 - Bil .
. TEO3 0000 D00 0000 0000 0000 0000 - Detai Central 0 Check/ uncheck central / direct
..TEG3 ABCD 0000 0000 0000 0000 0000 - Detail Central .
_.TED3 EFGH 0000 0000 0000 0000 0000 - Detail Central 0 Select number of records to dlsplay
_.TEB3 1111 0000 0000 0000 0000 0000 - Detai Direct . « " . .
..TEG3 MNQP 0000 0000 0000 0000 0000 - Detail Direct 0 Click “Go” to refresh the list based on your filters
..TEG3 QRST 0000 0000 0000 000G 0000 - Detal Direct

T-14 . . .

o0 Click on an AHC to populate the AHC field in the 30

x| ciose window Select Report Criteria box
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Popup list drilldown with filters

Select Report Criteria
0 AHC list appears in popup window when you Bill Period [ 7D 2008 v Vendor [-Al- | v|Contract [-Al- +| AHC [TE* 0000 0000 0000 0000 DO0D 000D - Summary | [ co |
click on the arrow to the right of AHC oreak on [Vendor ] Centratbirect [ A1 ¥]
o Works for any number of AHCs e s e
: : . E E
© Celoctione for bl eriod, vendor contract and SlectAgoncyHioarhy Code e e
; ) ) 7 TE AHC
central/direct AHC Begins With ||I::I—| e i
nciugss
(0] F|Iter your AHC I|St in the fO”OW|ng WayS: Report Type () Bill () Detail (&) Summary Bls o ATE _ | _ _
o Enter all or part of AHC in AHC Begins s [7] Coniral (2] Direc b e b e i
With field ) Biled [¥]Central [#]Direct
. Display [0 o] [Go ] s
o Enter part of an AHC in the AHC Includes S Dy [ v]  ED
field TE* 0000 0000 0000 0000 0000 0000 - Summary 10 Ahcs @
. . TEO1 0000 0000 0000 0000 0000 0000 - Summary 4 Ahcs i Hack
o Select one Report Type: Bill, Detail or “TE03 0000 0000 0000 0000 0000 0000 - Summary 6 Ahcs Lssiumnbnia i e
Summary (nOte bl” applles to Central only) 14 TEM EFGI:I 0000 Goo0 0000 GOOO 0000 -':E;Itl’ﬂ|
1 TEOM MNOP 000G 0O0C 0000 OOCO D000 - Direct
0 Check/ uncheck central / dlre(_:t X Cloze Window ::> TEO3 0000 0000 0000 0000 G000 0008 - Central
0 Select number of records to dISp|ay TEO2 1111 0000 0000 0000 0000 0000 - Direct
0 Click “Go” to refresh the list based on your
filters o  Orclick on the green o Clickonan AHC
_ o number-of-record links to to populate the
o  Click on an AHC to populate the AHC field in the view the detail AHCs below AHC field in the 31
Select Report Criteria box a bill or summary level Select Report

Criteria box
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Customized Billing Reports

Options for data analysis

: o  Each billing report has a custom icon along
& printer Friendhy Download = @ User Guide B custom with print & download

o0  Click on the custom icon to access the
custom query functionality

| Rows[1s ] [co] G o Each custom report page includes:
0 Search bar
0 Query and format options
o Data per query and format results

~Z Contract Name
Vendor Name

O0FE
3¢ K

TEO1ABCDOOOOOOOOO00000000000  SSMT 987 UBIMTTEMMAE - Z24001 1m0 - C WASHDC

TEOMABCDOOOOO0O00000000000000  WICP 2816 UBICFTENAB - 0530009 1 - E HRNDWA

TEO1ABCDOOOOOOOOO00000000000 TIFR 282 UBIFRTEMAB TESTASRNTEOT 0000000 2 - 2 WHTMMC 32
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Customized Billing Reports

Options for data analysis (continued) .,

— EEE select Columns 0 Use the actions menu to:
) Ahc |TED1ABCD00000000000000000000]| Rows [15 || g o Select the fields you
/v = t&' Y e want to include
0  Use the search bar to: 2 son 0 gelt repo;;[_ flrl;[?_rsl q
o Set filters for querying the data = aiana 0 sgr'?gtnw ich Tields to
0 Set number of rows per page —t Highiight 0 Select how to group
0 Access the actions menu = the data
o o Highlight certain data
£ Aooregate conditions
o Perform functions
ASRIN _ g crar (e.g..,. sum, average)
— o Click on a column header to: () rosrioc o Create basic charts
= @ B = o Sort on the column = o Save your changes in a
| (0] H|de the CO|Umn H Save Report new report
0 Break the column out @ o 0 Reset default options
TESTASRHTE( as a sub header o Download data
TESTASRHTEO3 o Filter the data in the @ e
column - dikiced 33

:_;_:Ii Dovwnload
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Customized Billing Reports @&,

Action Menu

=t ot Columins ontrol Break é@ Sont
Da Mot Displmy Dizplay in Repart Column Status Column Direction Mull Sorting
. | ff._.r-,pf P 1 | Rptdate v || isabled v | 1 | Rptdate || Descending + | Detaul ~]|
|EE is-'-r: : 2 [ contract Name v | [Erabled [+ ] 2 [ Contract Name | [scending  +] [ Defaun v|
B -E,:-.'i g 3 | siendor Name b || Enabled % | 3 | “iendor Name v | | Ascending W | | Mulls Aways L3st v|
% ';t.:-l'- I ,u, 4 | Phe hd || Dizabled W | 4 | Ahe w | | Fecending W | | Hulls Aways First v|
£ |[co .
& _':'_i \; i 5 |- Select Column -+ || Enabled |+ | g |- select Column -+ || #scending v || Defaut ~|
= b B | - Select Column - - || Enabled | 5 | - Select Colurmn - W | | Azcending W | | Default v|
| [livatas o ¥
cancel | [Appy
0  Select which columns to display o Select which fields to o Select which fields
o Select the display order break out as sub-headers to sort by
0 Toggle between sub-
- headers and report fields
o Filter
Column Operataor Expression
[ orig Hic s [in v | [cHeaIL1 30Bs SNFNCAZIURA,
[ Cancel ] [Delete ][Appl\; ]

o Filter your query on any field
0 Choose from multiple operators depending on the field selected 34
o Filter for multiple data values depending on the operator
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Customized Billing Reports &,

Action Menu (continued)

~ " Highlight o computs ¥ Aggregate
MHame ia%iﬂighligm I:‘:"-"“:""““""'|""" Cormpnnation - (5 AQQregaian | - Mes Aggrgetcr - 40
—_— Column Heading !m:mn:.ux:—s |Fn:rrnalr.iae.kéruwssaassmasssaﬁﬂ:n_Y_. Funidion | se .,
Sequence !:I_D_J ek Colimn | “Ton iess toves (A
Enabled |‘|‘es—v| Eva-l.' | Cancel
Highlight Type [ Fow +| L
Backaraund CDIDI‘F‘FFE%Q E l:‘ yellow] [green] [blue] [orangs] [red] (0] Add CO|Umn tOta|S or
Text CDIDr!flEB_U%:EZ E . yellow] [green] [blue] [orange] [red] Cokimrs - eyped Funciors & SUthtals
Highlight Condition | e Vi : e =
Colurmn Operatar Expression Sl =i i Lttt F ﬁﬂm B
[mrc e v | |z00 T. WRC R e GASE S I
ame il'i\'lﬂn?ﬂ
i s e i Diegerptlon [ceserphon & conons|
V. TaxSurcharge @ a i CEIL % |_Ei:u—| Ciraic
o  Highlight cells or rows per your R :
designated data conditions i 0  Save the report for
0  Choose background and text I MTCAPER, WTCAPIS) later use
colors by clicking on the color box st el d et s -
or link el [2emy)
o  Setthe data conditions to be o  Add new columns based on computations
highlighted of existing columns (e.g.., total charges) 35

0  Select columns and use the keypad to
build the computation
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Customized Billing Reports
CLIN Detail example

Working Report

Saved Repart = "my report”

¥ éahe = TEIABCO00000000000000000000 0] Your saved report appears 0] Filters, control breaks and highlight
T Orig Nic = CHCOLILBS iIn a new tab conditions appear above the data
¥ Orig Mic = WASHDCELMTS' . .
oY Qvig Nic in CHCGILIZUBS, SNENCAZILA 0 Report name also appears o Can be toggled on or off by clicking
Rptdate under the tab the check box

ntract Mame

o Can be deleted by o Can be edited by clicking the link
clicking the X o Can be deleted by clicking the X

ndor Marme
- Ahc
demo highlight |

Contract Name : Enterprise, Vendor Name : Vendor?

Orig Nic TermHic Install Date  Disconnect Date LETT MRC NRC Tax Surcharge USF PICC Total Charge total less taxes

01 -J&N-05 TEO1ABCDO0O00000000000000000 - UBIMTTEDM AR MTSS a7 0224001 0 C WLSHDCBLMTS - 20-JAN-03 - 0.oo 50000 0.oo 15000 o.oo 0.oo BS0.00 $500.00
01 -JAN-05 TED1 ABCDO0000000000000000000 - UBIMTTEMM AR MTSS 957 0224002 o C WASHDCBLMTS - 20-JAN-08 - 0.00 000 0.00 -45.00 000 000 -45.00 $o.00
Sumy; 0,00 Sum: 500.00  Sumi 0.00 Sum; 10500 Sumi: 0.00  Sun: 0.00 Sum; 605.00 Sum: $500.00

Comtract Name : Universal, Vendor Name : Vendor2

01 -JAN-0F TED1 ABCD00000000000000000000 - UBIMTTEMAB  MTSS 93765 0224002 10 WASHDCBLMTS - 20-JAM-03 - 0.00 0.00 0.00 -45.00 0.00 0.00 -45.00 $0.00
1-40fd
o Fields are displayed in the order you set 0 Computed columns and subtotals appear
0  Sub-headers are broken out as you specify as you set them
o First sort is indicated by an arrow next to the 0  You have the option to download the data g

field name in your report



A
G Sp\ U.S. General Services Administration

Federal Acquisition Service

Manage Users Screens

o0 As an Agency DAR Administrator, you can act as an E-MORRIS
account manager for your Agency (in addition to being an
Agency user)

o View and manage account requests submitted through the
Register Now web form for your Agency Hierarchy Codes

0 Create and edit accounts for other users in your Agency

0 Assign AHCs as high as your access allows, or as low as 28
characters

0 You can not provide access outside of your own account
permissions

37
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Manage Users Screens (continued)

0 Use of these screens is OPTIONAL

o If you have E-MORRIS access, you will get a system email
when a user in your Agency requests access through the
registration web form

0 Approve (or deny) the request via the Manage Users
screens, OR

0 Reply to the email and GSA will manage the request

o If you do not have E-MORRIS access, GSA will forward the
request information to you via email

0 Reply to the email and GSA will manage the request

0 You can also use the Multiple Users registration form
38
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M an ag e U S e r S S C r ee n 0  Manage Users screens available

to Agency DAR Administrators
(and GSA)

m Billing Reports Manage Users

Manage Users BHBrowse Users Edit User Browse Reguests Create User

Home > Manage Users 0  Access the screens by clicking on
the Manage Users tab

Manage User Accounts .
(0] View open account requests,

Open User Requests Password Reset Requests Failed Logon Attempts password reset requests and
other status information

) Userid Requested ¥ Userid Time Lé: no data found
W another ocne@agency.gov 01-0CT-08 _ {Hours}
e ynew.use:@agenc}'_gcv —-35342
Prmors bl 4 0  Click on the icon to the left of an
-z

open user request record to view

Users Who Need to Change Passwords details of that request

no data found
o Or navigate among the screens
by clicking on the links
underneath the Manage Users
tab

39
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Browse Requests screen

Homes = Mensge Users » Browse Regusests

Requests for Account Action

Search |

Open  Email Address Name Status Requested

co)

m Billing Reports Manage Users

lanage Users

Browse Users  Edit User Browse Requests

i,? another.one@agency.gov One,Another OPEN 10/01/08 14:51
Ef new.userflagency.gov User,New CLOSED|10/01/08 14:47
W emorris_accountf@agency.gov|iccount, Emorris|CLOSED|10/01,/08 14:45

-1

Create User

Details
Email Address another.ons@agency.gov
Name Ancther One
Address 100 Sage Drive
ellowstone, WY $5899
Phone $98-555-3080
AHCs Requested TEQMABCD; TEOIABCD
Modules Requested Netwerx Biling
User's Comments thiz is a te=t request for training
Work Notes ‘

| Close Request Deny Request | Create Account
Remove from My List

View detalls of a user
request by clicking on the
icon to the left of a record

You can enter work notes if
you choose

Click on the Create Account
button to create the account

Click on the Deny Request
button if you don’t authorize
the account

Click on the Close Request
button if, for example, the
request is a duplicate

Click the Remove from My
List button if the request is
not from your Agency (this
will flag GSA to investigate)

40
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Create User screen

m biveeniony Billing Repoita Wanage Usars

Homg = Klanigs Wik = Sreate Usar

DU AN Cresale @ new

| Becumt now,

| T mUs] b
| changed fhe firsl trmehet
| {he user lops on.

| filed for vour convenisnce,

Wongpe Usgre  Drgwps Uasrs  EOR User

Create Mew User Account

BrowssBegpedle  Create laer

Userid ansther pe@agency (v
Email Addreas

Contact Information

First Hame | Ancthar

Lasi Name |Oine

Address | 100 Sege Dres
City | E0wanng

State |V

Phone |323-322-B0E0
Alt. Email
Comments s iz 3 teal ragues! for
raning

!1 Clzm= Regrrabon Requss!

Access Information

Copy Pk o Trovn Asdie: Lbar Acsodmn

Pz~ Do Hot Line boel (50
Model Usefdd ———

O, Sat Pormissicas (ndividaliy
MooIES (5], g

El
L1 Agency MU

Agency [rEg
Hierarchy I
Codes |

ELCD; TECIARCO

Attach thiz Addibonal Messags o the Email to the lser

|'_'U|:da1-e User it Model Updated

Gilled E'—I
O centrs
[ ot
Wendors E-.-':r::'i
[+ apsinez
Contracis [ &
r Univerea
[Denterprias

U.S. General Services Administration

If you link here from the Browse
Requests screen, the fields will be
auto-populated with the request
information.

You can change access (e.g.., lower
level or additional AHCSs) or create the
account as requested.

Click the Create User button to
complete account set-up.

The user will get a system email with
User ID and password.

You can add optional text to that email
by entering it in the box provided
(note: it will be the same font as the
email, so you might want to surround
it with asterisks (*****).

You can also use this screen to create
a user account without starting from a
registration request. 41
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Browse Users screen

0 Once an account has
been created, a record

[ Home | inventory | Billing Reports | EIIUTEN appears in the Browse

T —— Manage Userz  Browse Users Edit User Browse RBequesiz Create User Users ||St
0 You can click on the icon
BoRe Lsar Accounts to the left of a record to

edit the account

Search | | D|Splay| v| @

it e:.cnel’ﬂagency.g:v An:t.he: LEd DiiEd ard I- O You Can SearCh by a” Or

W emorris._account@agency.gov|iccount, Emorris N n 13 dews N pa.rt Of a. User ID Or Name

? emorris. userfagency.gowv User Emorris N N 13 days N

;?j_qnew.user@agency.gnv User, Hew N b 13 days N O YOU Cal’] SOI’t On a Column
by clicking on the column
header

42
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Edit Users screen

mm Billing Reports Manage Users

Manage Userz Browse Userz EditUser Browse Requestz Create User

Heome > Manage Users > Edit User

® Return to Browse Page Edit User Account for another.one@agency.gov

Userid [___ . _. e e
Tasks for Another One {Email Address) 2 Ay A |

Reszet Password

Remove Uszer
Edit Notifications ) )
Edit Breferences Contact Infermation Access Infermation
Make Model Uzer

Transfer U=er Management
Copy User

=r | Copy Permissions from Another Usor Account

First Name A

Last Name |Ons |

SENEE AL Address |1Dl3 Sage Drive

Model Userid -
| D Update User if Model Updated

Paszwoerd changed 0 days City I‘-“‘—Ilc'“=tcn7= | Or, Set Permissions Individuall
age e _
Last logon 0 days ago State [W Modules [] 4 gency Biling Billed 7]
MNew - uger has not logged
bl aailiatott ] D,’agsncyﬂllﬂ O central
on Z|p|u
Paszword reset request s DDirsd
expires in 1415 hours Phone |=99-“= 5050 | Vendors B {eridoni
Alt, Email | | Ml vendor2
Comments [inis is 3 test request for “Agency [Teg148CD Contracts [&]
training Hle[r:ardchy TEO3ABCD Muniverzal
odes &l
DEnterpriz&

oo P rese | oo

Select a User ID to view an account
record (or link here from the Browse
Users screen)

Edit POC or access information

Click on links in the task box to:

0 Reset password — optional,
since any user can reset using
the Reset Password button on
the home page

o0 Remove User — delete or
temporarily disable an
account, as needed

o Edit Notifications or
Preferences — optional, see
slide 8

0 Make Model User — optional,
use same permissions for
subsequent accounts

o Transfer User Mgt — send
account back to GSA, if
needed

43



GSA

U.S. General Services Administration

Federal Acquisition Service

E-MORRIS Help and Contact Info

0 Contact Us link — FAS Billing Help Desk Info
0 Phone: 1-877-944-8677 (toll free)
o Email: fasbilling.help@gsa.gov

0 User Guide link
0 Detailed user guides (depending on access)
o E-MORRIS presentation — training overview (public access)
o Future: video training files (depending on access)

0 Reset Password button
o Web form for automatic password reset

0 Reguest Assistance button
o Web form for requesting assistance (other than password resets)

44



